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HUMAN RESOURCES DEPARTMENT  Created  

CLASSIFICATION SPECIFICATION

TITLE:                     POLICE PROGRAM COORDINATOR           

DEFINITION 

Under general supervision, to plan, organize and coordinate the activities and oper ations of a  prog ram  within  the Police

Department, such as Crossing Guard’s, Voluntee r’s, Tech nology Su pport, You th Cour t, Parking /Tow E nforce men t;

and to do related work as required.

DISTINGUISHING CHARACTERISTICS

The Police Pro gram  Coord inator is disting uished f rom  the Police P rogram  Superv isor in that incumbents do not provide

direct sup ervision of  full-time sta ff.  Incum bents m ay overse e and s upervise  part-tim e em ployees a nd volun teers.  

REPORTS TO: Varies 

SUPERVISION RECEIVED AND EXERCISED 

Receives general  supervision from higher level civilian or sworn Police Depa rtme nt staff.  May exercise general

oversight of technical and administrative support staff.

EXAMPLES OF DUTIES  

Typical duties may include, but are not limited to, the following:

All Positions:

• Coordinate and perform activities for one or more program areas.

• Coord inate the development and implementation of new and revised programs, systems, procedures, forms and

methods of operation.

• Com pile and analyze data and make recommendations on the formulation of program policies and procedures.

• Preform research and prepare reports, summaries and other data for program planning.

• Assist in the development, administration and monitoring of program area budgets; oversee purchasing activities

and personnel-related operations.

• Process programmatic applications and registration forms; verify required documents; and track and monitor

program participants.

• Respond to req ues ts for  inform ation ; exp lain ru les an d reg ulations of prog ram ; resolve a nd resp ond to

complaints.

• Coord inate inter-depa rtmen tal projects  and pro gram  activities; coo rdinate pro gram  activities with oth er City

departments and divisions.

• Facilitate  program  activities with ou tside age ncies; co ordinate  program activities involving outside participation

and resources.

• Prepare oral and written reports.
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• Develop and publish statistical reports.

• Oversee and participate in the preparation of special reporting requirements for internal staff and for outside

agencies.

In addition, when assigned to Crossing Guards:

• Assist in the recruitment and selection of Crossing Guards.

• Coordinate scheduling and assignments of Crossing Guards.

In addition, w hen as signed to  Tech nology Su pport:

C Assist in c oordina ting the pur chasing  and insta llation of com puter so ftware an d hardw are for D epartm ent.

C Upda te e-m ail accou nts for ne w em ployees, c hange s, transfe rs, etc.  

C Perform  minor  com puter an d printer re pairs. 

C Assist in m aintaining c omp uter, printer, a nd softw are inven tories for th e Police D epartm ent. 

In addition when assigned to Volunteers:

C Coordinate, recruit, select and conduct backgrounds on all Volunteers.

C Coord inate place men t of voluntee rs to be us ed m ost effec tively througho ut the Police  Depa rtmen t.

C Arrange and conduct appropriate volunteer recognition events.

In addition, w hen as signed to  Parking /Tow E nforce men t:

C Investigate tow claims filed with City alleging improperly towed vehicles by Department employees.

C Conduct thirty (30) day impound hearings.

C Conduct inspections of tow companies’ storage yards and vehicles for compliance with vehicle C ode an d City

Ordinance.

In addition, w hen as signed to  Youth C ourt:

C Interview ju venile offe nders to  determ ine eligibility for Youth C ourt.

C Recruit, train and help supervise youth and adult volunteers.

C Develop and coordinate com munity work placem ents for the purpose of allowing defendants to work  off

sentences.

C Arrange caseload and court documentation.

QUALIFICATIONS

Know ledge of:  

C Organ ization and fu nctional re spons ibilities of a Police  Depa rtmen t.

C Modern office practices, procedures and equipment including computers and related software (varies by

position).
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C Basic grammar, punctuation and arithmetic.

C Basic record keeping and report writing skills.

C Pub lic rela tions  proto col.

Ability to: 

C W ork in dependently.

C Establish and maintain effective working relationships with others.

C Comm unicate clearly and concisely, both orally and in writing.

C Operate a personal computer and related software.

C Establish, develop and maintain procedure manuals for subordinate work assignments.

C Investigate and resolve complaints regarding personnel and procedures.

C Institute corrective measures and disciplinary actions.

C Revise operating policies and procedures.

C Maintain inventories of equipment and supplies.

C Prepare reports and summaries of activities and related office work; assist in preparing budget estimates and

requests.

Education and Experience: 

Any combination of experience and education that would likely provide the required knowledge and a bilities  is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Equivalent to an Associate Degree (60  semester units or 90 quarter units) from an accredited

college or university with major course work in Administration of Justice, Business or Pub lic

Adm inistration or a  closely related  field.  

Experience: Four years  of inc reas ingly re sponsib le experience performing specialized technical duties in

a law enfo rcem ent agen cy.  Additional  qualifying experience may substitute for up to one year

of the required education.

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid class “C” California Motor Vehicle Operator’s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Police Program Coordinator

TO: Police Program Supervisor


